
City of Portage 
Human Resources Committee Meeting 

(This meeting will constitute a meeting of the Finance/Administration Committee, 
the Community Development Block Grant Committee and the Municipal Services 
and Utilities Committee as a quorum of members will be present; but no business 

of those committees will be taken up.) 
Tuesday, October 30, 2012, 5:30 p.m. 

Municipal Building, Conference Room One 
Agenda 

 
Members: Kenneth H. Jahn, Chairperson, Kenneth Ebneter, Rick Dodd, Jeff  
Garetson, Doug Klapper, Michael G. Oszman 
 

1. Roll call 
 

2. Approval of minutes from previous meeting 
 

3. Closed Session 
The Committee will go into closed session pursuant to Wisconsin State Statutes 
19.85(1)(c) to consider non-represented employee performance and 
compensation; and 19.851(1)(e) to discuss the status of labor contract with IAFF 
#2775 
 

4. Adjournment 
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City of Portage 
Human Resources Committee Meeting 

Wednesday, October 17, 2012, 5:00 p.m. 
Municipal Building, Conference Room One  

 
 
Members Present: Kenneth H. Jahn, Chairperson, Kenneth Ebneter, Jeff  
  Garetson, Doug Klapper, Michael G. Oszman 
 
Members Excused:  Rick Dodd 
 
Also present:   City Clerk Moe, Interim City Administrator Murphy 
 
Media present:  Craig Sauer from Portage Daily Register, Bill Welsh with Cable  
      TV 
 
 
1. Roll call 

The meeting was called to order at 5:00 by Mayor Jahn. 
 
2. Approval of minutes from previous meeting 

Motion by Klapper, second by Oszman to approve the minutes of the 
September 27, 2012 meeting.  Motion carried unanimously on call of roll. 
 

3. Closed session 
Motion by Oszman, second by Klapper to go into closed session pursuant 
to Wisconsin State Statutes 19.85(1)(c) for the evaluation of non-
represented personnel.  Motion carried unanimously on call of roll at 5:05 
p.m. 
 

4. Reconvene to open session for remainder of the meeting 
Motion by Oszman, second by Klapper to reconvene to open session for 
the remainder of the meeting.  Motion carried unanimously on call of roll at 
5:35 p.m. 
 

5. Discussion, update and possible action on job descriptions for 
Finance Director, City Clerk, Court Clerk and Receptionist 
Committee reviewed revised job descriptions for Finance Director, City 
Clerk, Court Clerk and Receptionist.  The payable function was moved to 
the Finance Director.  The financial functions currently in the City Clerk’s 
description should be included in the revised description, as well as the 
requirement to be a notary.  The physical requirement of lifting up to 40 
pounds should be included in the Receptionist/Administrative Support 
Clerk description.  
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The pay grades are as follows:  Court Clerk/Administrative Assistant – 5, 
Receptionist/Administrative Support Clerk – 2, Finance Director and City 
Clerk – 10. 
 
Motion by Oszman, second by Klapper to approve the job description for 
Finance Director with the inclusion of a statement that deposits are to be 
done in accordance with city policy, and the ability to become a notary.  
Motion carried unanimously on call of roll. 
 
Motion by Oszman, second by to approve the revised job description for 
City Clerk with the inclusion of a statement that being a notary is a 
requirement and the other changes as noted.  Motion carried unanimously 
on call of roll. 
 
Motion by Oszman, second by Klapper to approve the revised job 
description for Court Clerk/Administrative Assistant as presented with the 
inclusion of a statement that there is the ability to become a notary.  
Motion carried unanimously on call of roll. 
 
Motion by Oszman, second by Klapper to approve the revised job 
description for Receptionist/Administrative Support Clerk as presented 
with the inclusion of a statement that there is the ability to become a 
notary and the ability to obtain a driver’s license and the other noted 
changes.  Motion carried unanimously on call of roll. 
 

6. Discussion and possible action on recommendation for City 
Administrator recruitment firm 
Interim City Administrator Murphy left the meeting at 6:35 p.m.  Mayor 
Jahn explained that proposals from five (5) firms were reviewed and the 
review committee is recommending Public Administration Associates from 
Oshkosh.  All the firms stated that December is not a good month to 
recruit a greater pool of candidates and suggested that January is the 
better time.   
 
Motion by Oszman, second by Garetson to recommend to council entering 
into a contract with Public Administration Associates for the recruitment of 
a City Administrator.  Motion carried unanimously on call of roll. 
 

7. Adjournment 
Motion by Oszman, second by Klapper to adjourn.  Motion carried 
unanimously on call of roll at 6:38 p.m. 

 
 
 
 Marie A. Moe, WCPC, MMC 
 City Clerk 
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